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PREFACE 
 
This report is written to fulfill the requirement in obtaining the 
English Diploma III Degree. The writer did the job training in the public 
relations division in sahid jaya hotel surakarta. The writer choose this 
place to hold job training because she wants to learn the practice of public 
relations especially in hotel. 
In this paper the writer explains about the activities of public 
relations in helping to shape the posotive image and keeping good image 
in order to promote and maintain customer loyalty.the writer also explains 
about the scope,job and duties of Public Relations in Sahid Jaya Hotel 
Surakarta. 
The writer realizes that this paper is far from perfect. She will 
appreciate and accept any advices and constructive criticism. At last, she 
hopes that this paper will be usefull all readers especially for those who are 
interested in Public Relations in Hotels. 
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ABSTRACT 
 
Prisca Noffytasari. 2010. The Activities of Public Relations in Sahid Jaya 
Hotel Surakarta, English Diploma Program, Faculty of Letters and Fine 
Arts, UNS. 
 
This final project report explains about the activities of Public 
Relations in Sahid Jaya Hotel. Sahid jaya hotel is one of the best Hotels in 
Surakarta of which the Public Relations section has a good archievement 
in making a good image of the hotel. This report is aimed at identifying 
the scope, job, and duty done by the practitioner. This hotel is located at 
Gajah Mada Street 82 Surakarta. 
Through the job training, the writer can see that Public Relations 
Department in Sahid Jaya Hotel Surakarta has activities in both internal 
and external publics. The activities of Public Relations such as filing the 
invitation letters,collecting news of Sahid Jaya typing press release, typing 
Public Relations Action Plan and typing brochure. The job descriptions are 
divided into seven parts, they are : publicity, planning some work 
program, advertising, promotion,lobbying and public affairs,collecting 
data and issues management. 
In the last chapter,the writer gives some suggestions to the Public 
Relations to improve the work by making better coordination with internal 
stakeholders and attending morning briefing in order to know what is 
going on that day. 
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CHAPTER I 
 
INTRODUCTION 
 
A. BACKGROUND 
 
 
 
 
Nowadays,the development of  technology makes the competition 
on each organization or institution becomes tight. This situation makes 
every organization or institution working hards and they should be more 
creative and innovative. The most important thing that must be done by 
the organization or institution is to create a good image in order to develop 
its company. To create a good image,the organization or institution needs 
communication expert to build good relationship make a both a good 
internal relationship (company it self) and external (others companies). 
An organization or institution basically needs one division called 
Public Relations. Public Relations has a duty to handle all of the problems 
which are related to internal and external public. Internal public is the 
public inside the organization or institution, such as: shareholder, 
management, executive, employee and employee’s family. External public 
is the people outside the organization or institution, such as: customers, 
society, government, press,bank and other organization or institution. 
 2 
All the activities of public relations have a purpose to create 
“good image” in the society. The image of Public Relations created to 
affect people’s perception toward an organization or institution and can 
strongly influence public behaviour in an honourable way. The responds 
from the public linked will be in the form of respect, good impression and 
favours toward an organization or institution that is represented by public 
relations. 
A good image is very important to promote and maintain 
customer’s loyalty. It can make good effects on obtaining customers 
credibility. 
To know the duties of public relations, the writer is interested in 
having job training in Sahid Jaya Hotel as one of the hotels which has a 
good Public Relations. 
Therefore, the writer would like to describe the activities of public 
relations in sahid jaya hotel Surakarta and the title is “ THE ACTIVITIES 
OF PUBLIC RELATIONS IN SAHID JAYA SURAKARTA”. 
 
B. OBJECTIVE 
 
The objectives of this report are to find out the scopes,job and the 
duties of public relations in Sahid Jaya Hotel Surakarta. 
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C. BENEFIT 
It is hoped that the report will be beneficial for : 
1. The company 
This report can be used by the public relations division to find its 
strengths and weakness and for suggestions. 
2. The Readers 
This report can give the information to the readers about public 
relations division in sahid jaya hotel surakarta. 
3. Others Researchers 
this report can be an additional reference for the researchers who take a 
public relations division. 
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CHAPTER II 
 
LITERATURE REVIEW 
 
 
A. Definition of Public Relations 
 
There are many public relations experts who define public 
relations in different definitions. Commonly, the definition  formulates 
functions and roles of public relations division. Public relations division 
has different roles both in government and private organization. 
Scott M.Cutlip states that the general concept of public relations 
is as the management function that establishes and maintains mutually 
beneficial relationship between an orgainzation and the publics on whom 
its success or failure depends.  
( Cutlip, Center,& Broom: 1999 : p1) 
Dr. Rex F.Harlow has analyzed a lot of public relation’s 
definitions that were written between the early 1900s and 1976s. He 
combines these definitions including conceptual and operational elements. 
He defines it in “ Effective Public Relations “ as in the following : 
Public  relations is the distinctive management function which 
helps establish and maintain mutual lines of communication, 
understanding, acceptance and cooperation between an 
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organization and its publics, involve the management of 
problems or issues,help management to keep informed on and 
responsive to public opinion, defines and emphasis the 
responsibility of management to serve the public interest, helps 
management keep abreast of and effectively utilities 
change,serving as an early system to help anticipate trends, and 
uses research and sound and ethical communication as its 
principal tools  (Cutlip,Center,& Broom 1999: p4) 
 
According  to Frank Jefkins in his book of Public Relations, 
 
Public relations is the art and social science of analyzing 
trends, predicting their consequences, counseling organization 
leaders and implementing planned programs of action which 
will serve both the organizations and the public interest ( 
Jefkins : 1991 :p181 ) 
 
In short public relations can be defined as a series of efforts and 
activities done by the organizations and its public that aim to reach the 
successful in the competition business world. 
 
 
 
B. The Function of Public Relations 
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As a management function, Public relations encompass the 
following : 
1. Anticipating, analyzing and interpreting public opinion, 
Attitudes and issues that might for good or ill, the operations and plans 
of the organization. 
2. Counseling management at all levels in the organization with regard to 
policy decisions, course of action and communication taking into 
account their public ramifications and the organization’s social or 
citizenship responsibilities. 
3. Researching, conducting and evaluating a continuing basis, program of 
action and communication to archive the informed public 
understanding necessary to the success of an organization’s aims. 
These may include marketing,financial,fund raising, 
employee,community or government relations and other programs. 
4. Planning and implementing the organization’s efforts to influence or 
change public policy. 
5. Setting objectives, planning, budgeting, recruiting and training staff, 
developing facilities – in short, managing the resources needed to 
perform all of the above. 
6. Example of the knowledge that may be required in the professional 
practice of public relations include communication arts, psychology, 
social psychology, sociology, political science, economics and the 
principles of management, and ethics. Technical knowledge and skills 
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are required for opinion research, public issues analysis,media 
relations, direct mail, institutional advertising, publications, film/video 
productions, special events, speeches and presentations. 
 
 
( PRSA. 1982 : 5) 
 
 
 
 
 
 
 
 
C. The Activities of Public Relations  
 
 
The contemporary meaning and practice of public relations 
included all of the following activities and specialties :  
 
1. Publicity 
Publicity is the information from an outside source that is 
used by the media because the information has news value. It is 
uncontrolled method of placing messages in the media because the 
source does not pay the media for placement. 
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2. Advertising  
Advertising is the information placed in the media by an 
identified sponsor that pays for the time or space. It is a controlled 
method of placing messages in the media. 
 
3. Press Agentry 
Press Agentry is the creating newsworthy stories and events 
to attract media attention and to gain public notice. 
a. Public Affairs 
Public affair is a specialized part of public relations that builds and 
maintains governmental and local community relation in order to 
influence public policy. 
 
 
 
b. Issues  Management  
Issues management is the proactive process of anticipating, 
identifying, evaluating and responding to public policy issues that 
affect organizations related to their publics. 
c. Lobbying  
Lobbying is a specialized part of public relations that builds and 
maintains relations with the government  for the purpose of 
influencing legislation and regulation. 
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d. Investor relations 
Investor relations is a specialized part of corporate public relations 
that builds and maintains mutually beneficial relationship to 
shareholders and others in the financial community to maximize 
market value. 
e. Development 
Development is a specialized part of public relations in private non 
profit  organizations that builds and maintains relationship with 
donors and members for the purpose of securing financial and 
volunteer support. 
 
( Cutlip and Broom, 1999: 9) 
 
 
 
 
 
D. Public Relations in Hotel 
 
 
The hotel should have the good system of a public relations to 
invite customers such as : 
1. Guest  or customers 
2. Emlpoyess 
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3. Community opinion leaders and other residents 
4. The general public 
5. The media 
6. Suppliers 
7. The travelling public, business and leisure travellers. 
8. Other segments of the travel or food service industries (travel agents 
and restaurant guide publishers) 
9. Shareholders, if you hotel owned or operated by a publicity held 
corporation 
10. Corporate officers 
 
(Kudale and Sandler, 1995 :2) 
 
The role of public relations is to ensure a positive relationship  
that aimed to purpose the total of  facilities, services, employee 
attitudes and the personal frame of mind of the customer. In addition, 
there are numerous actions that can be taken by the public relations in 
pleasing the guest to encourage business. One must assume of course 
that basic facilities and services are adequate. As pointed out earlier, 
public relations cannot overcome a poorly prepared meal or dirty 
room. 
An in house public relations program aimed at improving guest 
relations might include the followings : 
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a. Recognize repeated guests or customers 
b. Listen to and act on customer suggestions and complaints 
c. Invite the “ repeated “ guests to special events to acknowledge the 
importance of their business to you ( these might include 
occasional or regularly scheduled manager’s receptions and special 
event, such as holiday parties) 
d. Keep customers informed of new or improved services 
e. Tell guests of potential inconveniences such as repairs underway 
and stress future benefits to them 
f. Answer all inquiries, including complaints 
g. Accomodate all reasonable requests such as room changes and 
meal substitutions 
h. Record all complaints and suggestions since the cumulative totals 
may indicate the need for changes in policies or procedures. 
i. Empower employees to resolve customer problems or at a 
minimum, be certain the employee can obtain a prompt response 
from a supervisor to questions or complaints from customers. 
j. Read comment cards and tabulate to assess trends,respond 
personally if appropiate. 
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k. “Walk the talk” ! talk to customers and employees frequently to let 
them know u care about their opinions and to find out  “what is 
going on”. 
l. Keep both customers and employees aware of “ happenings” by 
signs, in room letters and employees bulletin board notices. 
 
(Kudale and Sandler,1995 :114 – 115) 
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CHAPTER III 
 
DISCUSSION 
 
 
 
A. Sahid Jaya Hotel 
 
 
 
1. History of Sahid Jaya Hotel 
  
Sahid jaya hotel surakarta was initially named Sahid Sala 
hotel. It was built by Sahid group which has been operating for about 
fifteen hotels around Indonesia. The owner of sahid  group is 
Mr.Dr.H.Sukamdani  S.Gitosardjono and his wife Mrs.Juliah 
Sukamdani. They started  them business by building publish and 
printing house named PT.Sahid & Co in January 13, 1960. These years 
later they built a new publishing house named CV.Masyarakat Baru 
and become PT.Tema Baru in October 7,1963. 
Mr.Sukamdani had visited many cities in Indonesia to 
handle his business. In his tight activities, he thought of building a 
company which offers services and accomodations. By considering 
both its profit and loss. He decided  to buy a land as a capital to build a 
hotel in surakarta. He strated to build a hotel in 1963 until 1965 while 
his wife handled both PT.Sahid &Co and PT.Tema Baru in Jakarta. 
Finally a quite big hotel was established and officially 
declared open in July 8,1965 with Sahid Sala Hotel as its name.  
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Thirty years later exactly in 1995,it was renovated and 
become Sahid Jaya Hotel as a five- star hotel. 
Up to now Sahid Jaya hotel Surakarta has been growing as 
are reputable hotel by adding its rooms up to140 rooms and completing 
its facilities. 
 
 
1). Location of Sahid Jaya Hotel Surakarta  
Sahid Jaya Hotel Surakarta is located on Jl. Gajah Mada 
82 Surakarta one of business areas in Solo. The ideal location of Sahid 
Jaya Hotel Surakarta is an important asset to become a great hotel. It 
locations, which lies in the center of Surakarta, makes guests really 
enjoy the beauty of Surakarta. The hotel offers easy access to all parts 
of the city. To reach it by public transportation, it takes only 20 
minutes from Adisumarmo Airport Solo and five minutes from 
Tirtonadi Bus Station Solo. 
2). The Facilities at Sahid Jaya Hotel Surakarta 
Sahid Jaya Surakarta was built with a modern culture as its 
architecture style, while its decoration refers to both modern and 
traditional Javanese architecture. To indicate traditional style, there is a 
set of traditional Javanese music instrument or gamelan. It is put in the 
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lobby corner and usually played in the morning or afternoon. It is 
played to welcome guests so that they will feel comfortable since 
entering the hotel. 
 
 
Sahid Jaya Hotel Surakarta has 140 rooms which are 
located at the second floor up to the eleventh floor. These rooms are 
classified into four types. Each of them has different price and 
specification. 
These rooms types are: 
1. Superior (96 rooms) 
This cheapest kind of two beds, each bed is only for one person. 
2. Deluxe ( 20 rooms ) 
This kind of room type is more expensive than Superior room. It 
consists of one big bed for two people. 
3. Executive Suite ( 23 rooms) 
This kind of room is more expensive than Deluxe room. It consists 
of two rooms, they are bedroom and living room. It has one big 
bed for two people, two bathroom and dining table in its living 
room. 
4. Presidential suite  
This kind of room is the most expensive room in Sahid Jaya hotel 
Surakarta. It is a very large room with several rooms inside such 
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as: living room, a large bedroom, workroom, kitchen and 
functional room. The important guests usually stay in this room. 
 
 The guest who wants to taste delicious food cooked by 
great chefs are able to visit Ratu Ratih Café which is located on 
the first floor. It is a 24 hours coffee shop which serves special 
menu everyday. 
Sekar Jagad Steak & Lounge located on first floor is a 
perfect place to enjoy live music while relaxing. A good live music, 
pleasant service and great bartender make this pub the right place 
to relax. 
Truntum Pattiseries is available to fulfill the guest’s 
satisfactions. Many kinds of cakes and pastries are cooked by 
professional chefs and sold in a reasonable price. 
The hotel provides meeting rooms in various sizes. The 
biggest is the Pedan Ballroom which is located on the third floor. 
Weeding party is usually held in this room. Sukoharjo Meeting 
Room is a functional room which is smaller than Pedan Ballroom. 
It is located on the first floor. Executive who wants to hold 
business meetings are able to use Langenharjo Executive 
Lounge. Carikan Meeting Rooms are small meeting rooms 
located on the second and third floor. They can accommodate 5 up 
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to 10 people in each room. All these meeting rooms are completed 
with certain facilities to support the events held there. 
Fitness Center and Gajah Mungkur Swimming Pool 
are sport facilities which are located on the second floor. These 
sport facilities are free for guests who stay in hotel. They are open 
everyday at 6 am up to 8 pm. 
The hotel offers several packages of service and 
accommodation. Weeding packages is one of the packages which 
is offered. Complete facilities are served to satisfy the married 
couple. Meeting package is offered for businessmen who want to 
hold their seminar in this hotel. For family events there is a Family 
Birthday  Packages with particular supporting facilities. Table 
Manner Course Packages are offered for those who want to learn 
about International Table Manners. Another Packages is Student 
Packages, which is offered for students who have a study tour in 
Surakarta. 
Laundry and Dry Cleaning service both inside and 
outside the hotel will keep the customers clothes clean and tidy. 
Melati Beauty Salon, located on the first floor, spoils the 
customers with special hair and beauty treatment. Near Melati 
Beauty Salon, there is Sahid Gema Wisata Tour and Travel. It 
sevices hose who want to buy air ticket or arrange a holiday trip. 
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On the same floor, there are Drug Store and Shopping 
Arcades. Shopping arcades offer various kinds of original 
souvenirs made in Surakarta. The guests who have a car can park 
their car in underground parking area. It has a capacity for 20 cars. 
Their cars safety are guaranteed by security with its 24 hours 
protection.These complete facilities and service have made Sahid 
Jaya Hotel Surakarta one of big hotels in Surakarta. It is expected 
to be able to improve the economy of Surakarta. 
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B. Public Relations in Sahid Jaya Hotel 
The role of hotel is important to support all of business activities 
especially tourism. Sahid Jaya Hotel offers many kinds of facilities and 
has special characteristic a reflection of Surakarta culture. Sahid Jaya 
Hotel Surakarta aims at doing some efforts not only to give good service 
for the customers but also to reach their vision “ Where Tradition, Culture 
& Service Merged “. 
 
1. The History  of Public Relations in Sahid Jaya Hotel 
Public relations divisions of Sahid Jaya Hotel Surakarta started its 
operation optimally since 1998. On its organization chart, public 
relations belong to Sales & Marketing division. However, public 
relations is not responsible to Sales & Marketing Manager, but is 
responsible directly to the General Manager. 
 
2. The Function of Public Relations 
Generally, there are two functions of Public Relations in Sahid 
Jaya Hotel Surakarta : 
 1). Corporate Public Relations Function ( CPR) 
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     As a Corporate Public Relations. Public relations manager in Sahid 
Jaya Hotel Surakarta not only has function to create a good image of it 
company but also keep good relationship with the internal and external 
public. 
 
2). Marketing Public Relations Function (MPR) 
 Marketing public relations function in Sahid jaya Hotel is to 
position its company as a leader or expert, to build a confident and 
trust of the costumers, to introduce a new product from the hotel, to 
ensure the public of the quality product of Sahid Jaya Hotel Surakarta, 
to pass on the news of Sahid Jaya Hotel before making its 
advertisement and giving motivation to all of the sales personals. In 
Sahid Jaya Hotel Surakarta, Public Relations Manager and Sales 
Marketing Manger have a strong relationship. Both of them help each 
other to reach the target expected by the Hotel Management. The target 
is to improve the quantity of hotel product selling. Although both of 
them have a strong relationship to each other, they have different 
duties and responsibilities, in order not to cause overlapping.   
 
3. The Duties and Responsibilities of  Public Relations 
As good Public Relations practitioners, there are duties and 
responsibilities for guiding the entire work program. Public Relations 
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of Sahid Jaya Hotel Surakarta has duties and responsibilities as follows 
: 
1).  Liaise with Sales & Marketing Manager on all matters 
dealing      with media. 
2).  Develop and maintain good media contacts. 
3). Work with the Sales &Marketing Manager in planning 
and strategizing media press related activities. 
4).   Supervise implementation of all press related 
activities. 
5). General media publicity on the hotel and corporate 
activities through dissemination of media release, 
general media relations in house promotions and in 
house functions. 
6).  Creative in house newsletter together with the Human 
Resources Department focusing on internal news, 
employees well being and development, “hotel’s news 
update”, in order to develop pride in product and 
company.  
 
7). Initiate, coordinate and supervise all photo shoots in 
the hotel, in line with the image guidelines, to 
promote the hotel to local and overseas markets. 
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8). Deal with guest and general public’s complaints and 
inquiries positively and promptly under the guidance 
of the Sales & Marketing. 
9). Prepare advertising and media campaigns to actively 
promote the property and submit to the Sales 
&Marketing Manager/ General Manager. 
10). Implement and maintain the Public Relations budget 
set out by the Sales& Marketing Manager. 
11).Work with Front Office and Guest Relations to 
determine VIP guests and assist with coordination of 
in house guest receptions. 
12). Coordinate guest lists and invitation for VIP 
receptions, general manager’s corporate / press 
lunches, dinners and other in house originating 
functions.  
13). Provide other department with relevant information 
on activities that may be useful when dealing with 
guests. 
14). Supervise and coordinate public relations and sub 
sections staff members accordingly. 
15). Ensure that all intended print work prepared for the 
hotel is proof read and approved by the sales & 
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marketing manager and the general manager prior to 
finalization. 
16). Maintain all administrative activities including press 
clippings, mailing list and photo library requirements 
according to standard. 
17). Attend and participate in training sessions as 
scheduled. 
18). Follows all the hotel fire and safety procedures. 
19). Obey all hotel rules and regulations. 
20). Establish and maintain effective staff relations. 
21). Implement related duties and special projects assigned 
by the Sales & Marketing Manager. 
 
 
4. The Job Descriptions of Public Relations 
 
Public Relations of Sahid Jaya Hotel Surakarta has a Job 
Description: 
 
1).     Publicity  
                    Sahid Jaya Hotel Surakarta uses printed media and 
electronic media for publicity in local and national areas. 
A publicity through mass media done by Sahid Jaya Hotel 
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Surakarta such as: press release, press conference and 
interview (with telephone, facsimile, and radio). Sahid 
Jaya Hotel Surakarta has a good relationship with all of 
media. They have a partner media like Solopos, JITU, 
JogloSemar, Karavan FM and PTPN Radio. 
 
 
 
2).  Planning some work program 
 Public Relations have some programs called “Public 
Relations Action    Plans”.  
  This program can help public relations planning some 
work program. 
3).                Advertising  
  Public relations make an advertisement for the public. So 
far, they make a good cooperation with TEMPO Magazine 
and JAVAKINI Magazine. From this cooperation, it is 
hoped that one of the hotel’s objective is fulfilled. 
4).  Promotion  
  Promotion has different meaning from publicity and 
advertising. Public relations always give a free room 
voucher to exchange with the press for the news. That is 
one of the ways to promote our product indirectly. 
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5).   Lobbying and Public Affairs. 
  Public relations as the communication expert in Sahid Jaya 
Hotel Surakarta must have a good relationship with 
internal and external publics. Especially they should have 
a good external relationship to make lobbying easier. A 
good lobbying can help the hotel all the way. 
 
 
 
 
 
 
6).   Collecting Data  
  Public relations collect data from the guests by giving the 
questionnaires which consist of the service, complaint and 
the staff affairs of Sahid Jaya Hotel Surakarta. 
 
7).  Issues Management 
  Public relations make a monthly magazine for internal 
stakeholders to inform all of the information from the 
outside of the company. 
 
5. The Scope of Communication in Public Relations 
 28 
 
Good image is important for the development of the 
company. The key in order to get a good image is by making good 
relationship and communication. 
The relationships of Public Relations in Sahid Jaya Hotel Surakarta are 
divided into: 
1) Internal Public with all of the internal stakeholders of the Sahid 
Jaya Hotel Surakarta. 
2) External Public 
a. Government 
b. Press and Mass Media 
c. Customers of Guests 
d.  Society 
e. The other hotel and institution(travel agent, airlines, and 
bank) 
 
C. The Activities of Public Relations in Sahid Jaya Hotel 
 
The writer has done the job training in Sahid Jaya Hotel as 
a Public Relations officer and help the Public Relations Manager to 
complete her jobs. The job training has been done for a month, since 
February 12 2009 to May 12 2009 with the working hours from 08.00 am 
to 16.00 pm for five working days from Monday to Friday. 
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During the job training, the writer has done a lot of Public 
Relations activities. The activities are: 
1. Filing the invitation letters for the period of January 
At the first time being in Sahid Jaya Hotel Surakarta, the writer was 
asked to select the invitation letters for period of January. The writer 
has select them and arrange them based on the arrangement of the date 
per month. 
 
2. Collecting news of Sahid Jaya Hotel Surakarta from 9 newspapers 
Everyday, the writer was asked to collect news about Sahid Jaya 
Hotel Surakarta from 9 newspapers such as: SOLOPOS, SUARA 
MERDEKA, KOMPAS, RADAR SOLO, JOGLOSEMAR, BISNIS 
INDONESIA, HARIAN JOGJA, KEDAULATAN RAKYAT, and 
JITU.  First, the writer cut the news from the newspapers. Then, the 
writer just stuck them on the paper based on the name of the 
newspapers and the arrangement of the date. 
 
3. Clipping the news of Sahid Jaya Hotel Surakarta 
Clipping the news is a form of documentation done by public 
relations officer. The clipping can be used as the information source, 
author and evaluation subject for the management of Sahid Jaya Hotel 
Surakarta in operating the activities. Therefore, in doing its activity of 
arranging the clipping, public relations officer combines the use of the 
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computer and manual way. Computer is used to create the clipping title 
format. While, the manual way is applied in cutting, sticking, and 
binding. 
 
4. Clipping news of Competitor Resume 
Competitor resume is more like newsletters resume but it is only 
about the competitors of the company. This resume is very important 
input for the management, by this resume the management team of 
company will be able to know the move made by their competitors. 
The management team will take action by making new policy if their 
competitor’s strategy becomes their company threat. This resume is 
made once a week. 
 
5. Typing Press Release  
Making press release becomes the way to maintain the relationship 
between Sahid Jaya Surakarta and mass media or press. It is an activity 
of public relations sub division in the hotel. Press release consists of 
information or message about the hotel activities or events that are 
given or are sent by fax to the journalist or press. It purposes publish 
the activities or events of the hotel into the newspaper. 
The most important aspect that has to be concerned in preparing 
press release subject matter is the completeness. It means that the 
subject matter has to fulfill the aspects of 5W + 1H (what, who, why, 
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where, when and how). Since these aspects are fulfilled, it can be 
ensured that press release will work well. 
 
6. Typing Public Relations Action Plan for February – May 
 Action plan is monthly made by the public relations division of the 
hotel. It consists of public relations activities regularly done by Sahid 
Jaya Hotel and press media such as: talk show with Solo Radio, 
preparation for Solo Anniversary, possible sources of other income, 
launching product, etc. 
 
7. Typing Brochure 
Publishing the brochure has purpose to know and provide the general 
people or external public about Sahid Jaya Hotel Surakarta. From 
brochure, people can get much information about service and facilities 
of the hotel. Also, the brochure can become the information source 
which attracts the external public. Therefore a public relations officer 
in Sahid Jaya Hotel is likely to type various kinds of brochure. 
Commonly, the brochures that are typed by the officer spread the 
information relating to the services and facilities in the hotel. 
 
 
During the job training, the writer has achieved some results. When 
the first time the writer came at Sahid Jaya Hotel Surakarta, the writer 
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was still confused with the activities which had to be done. Then the 
public relations manager showed a lot of activities usually done by 
division such as : selecting the invitation letters, collecting news of 
newspapers, clipping the news, clipping news of competitor, typing 
press release, typing public relations action plan, and typing brochure, 
etc. 
 
After that, the writer started the first day of the job training by 
helping public relations manager collecting and sticking news from 
newspaper. The first result was not really good, because the writer put 
too much glue on the paper. Then, the writer tried to make a better one 
in the next chances. The result was good enough for the beginner. 
Another activity done by the writer was making press release of an 
event. It was also the first time for the writer to make press release of 
company event. The composition of the press release is really different 
from what the writer had in mind before. The writer was taught about 
an event that will be held the hard. It seems like a publication of a new 
product. During the job training, the writer often typed letters on the 
computer, so it can also improve the skill of the writer in operating the 
computer. 
Before the activities, the writer also found some difficulties in 
making relationship with the staffs during the job training. It was 
probably because the range of the age of the writer and the staffs is far 
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enough. But the writer tried to be polite and friendly to them. Finally, 
after the third day the writer began to know them well. The writer also 
tried to learn characteristics of teach of them. In fact, the staffs are kind 
enough. They wanted the writer do her activities well. From the job 
training, the writer was able to understand the environment in the work 
world, which is really different from the environment in the college. 
 
CHAPTER IV 
 
CONCLUSION AND SUGGESTION 
 
 
 
A. Conclusion 
 
 
Based on the activities of Public Relations in the chapter 
three, the writer has concluded some points, such as : 
1. Filing the invitation letters for the period of January 
At the first time being in Sahid Jaya Hotel Surakarta, the writer was 
asked to select the invitation letters for the period of January. The 
writer has select them and arrange them based on the arrangement of 
the date per month. 
2. Collecting news of Sahid Jaya Hotel Surakarta from 9 newspapers 
Every day, the writer was asked to collect news about Sahid Jaya Hotel 
Surakarta from 9 newspapers such as: SOLOPOS, 
SUARAMERDEKA, KOMPAS, RADAR SOLO, JOGLOSEMAR, 
BISNIS INDONESIA, HARIAN JOGJA, KEDAULATAN RAKYAT, 
and JITU. 
3. Clipping the news of Sahid Jaya Hotel Surakarta 
Clipping the news is a form of documentation done by public relations 
officer. The clipping can be used as the information source, reference, 
and evaluation subject for the management of Sahid Jaya Hotel 
Surakarta in operating the activities. 
4. Clipping news of Competitor Resume 
Competitor resume is more like newsletter resume but it is only about 
the competitors of the company. 
5. Typing Press Release 
Making press release becomes the way to maintain the relationship 
between Sahid Jaya Hotel Surakarta and mass media or press. It is an 
activity of public relations sub division in the hotel. 
6. Typing Public Relations Action Plan for February – May 
Action Plan is monthly made by the public relations division of the 
hotel. It consists of public relations activities regularly done by Sahid 
Jaya Hotel and press media such as : talk show with Solo Radio, 
preparation for Solo Anniversary, maximize source of other income, 
launching product, etc. 
7. Typing Brochure 
The purpose of publishing the brochure is to inform and provide the 
public about Sahid Jaya Hotel Surakarta. By the brochure, people can 
get much information about services and facilities of the hotel. 
 
 
 
 
B. Suggestion 
 
The writer wants to give suggestion for Sahid Jay Hotel 
Surakarta, especially for Public Relations division, they are : 
1. Public Relations should make better and strong coordination with 
every head of the departments in giving the information and follow it 
up. 
2. It would be better for the public relations department to adapt the news 
clipping both from the news papers and electronic media. 
3. Public Relations should attend the morning briefing with the entire 
head of the departments to know what has happened on that day. 
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